TAI LIEU HUONG DAN SU DUNG PHAN MEM VAN PHONG PIEN TU
(DANH CHO TRUGNG, PHO PHONG; CHU TICH, PHO CHU TICH PHUONG)
1. Pia chi Internet - truy cap phan mém:
http://glvb.hpnet.vn

2. Pang nhap

1. Nhap
“Tén truy
cap” va
“Mat khau”

—

Mhd mat khau

3. Poi mat khau
MJi nguoi dung duoc cip tai khoan trén hé théng phan mém gan lién véi vai
trd trach nhiém riéng, chinh vi vay ngay sau khi dang nhap lan dau, dé dam
bao an toan an ninh théng tin va bao vé thong tin ca nhan, ngudi dung phai

thuc hién d6i mat khau.

Théng bdo
< & =] (& [ (i)
Lich ¢dng  Thdng Mhintin Danhbz Tracfu Diém bdo Khigu nai- Théng ké Tllav c1

tac bdo ndi bd SMS dién thoai van ban UBMD Td cdo - bdo cdo

Chirc ndng déi
mat khau
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http://qlvb.hpnet.vn/

Quy dinh doi mat khau:
- M4t khau tdi thidu 6 kj tu.

I | Mat khau méi

Déi mat khau

- M4t khau bat budc gom ca chiiva so.
- M4t khiu khéng nam trong danh sach mat khiu yéu (chi tiét)

Il | NhEp lai mat khdu méi

N
1. Nhap “mat
khau ct”

//\ y,
N
j 2. Nhap Mat
khau mai.
<
RN
J 3. Click “Da6i
mat khau”
4_\ )

4. Cap nhat thdng tin ca nhan

& E B

Mh3n tin  Danhba Tracfu Diém bdo
cMS dién thoai  wvan ban UBMND

-
1. Nhap thoéng tin ca

nhan vao biéu mau
.

o~

Thing bao &

I N
Khi€u nai - Thdng ké
Td cdo - bdo cdo

thdng tin

Chirc nang cap
nhat thong tin

] TN
Thay dbi théng tin nguoi ding

Ho va tén:
Bia chi:

Email:

Anh dai dién:

Choose File | No file chosen

Ngay sinh:
Gidi tinh:  Chira xac dinh v
Bién thoai di dong:

Bién thoai co’ quan

Ghi chi:

1 2. NGt “Cép nhat” ]7
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5. Xir Iy vin ban dén

Sau khi ding nhap, phan mém s& vao danh sach vin ban dén dugc Vin thu
nhap vao hé théng cho Lanh dao giao viéc toi cac chuyén vién trong don vi. (Giao
Chu tri; Phéi hop; Thoéng bao)

r

1. Cac nut chire
ndng cla phan mém

N

f # Trang chu Q, Tim kiN #* Hé thdng %+ Danh muc Théng béw Thigan &) Thodt
B B W = m = B «"2 @8 B B

VB dén VB di Hi so Bao cdo Théng k& Theo ddi Lich cdng  Thdng Mhin tin  Danhba Tracfu Pidm bdo
\ cdng viec  dé xudt tién da tac bdo ndi bd SMS dién thoai  van ban UBMND
DANH MUC Danh sach Van ban xtr ly tim kigm
Tétca 5, Ky o 5 & - -
. - E_c')‘, Ky Trich yéu Iéanh YN Théi han Thr?!-'g X ly VB
Ché& giao viéc (6) U ao n thai

D3 gizo vie V /v trién khai thu'c hién Uy ban
E B ED “ 3388/uBnD QP 5609/2015/Q-Tig | (0, nhandan Té| 5 Typkigm P7/2015 Chd giao [VE Théng
Ché duyét (1) ciia Tha tudng CP ban thanh : - viec  baol2
- hanh Quy ché ... ph& van ban
Pa duyét
. i 2 Sd Théng
Tt choi duyet 2 39/ yinasanie LN va  Té Binh i O
Bi tir chdi duyét e 2 Da 4 s OB
. - . Lac
e 3. Click xem noi |9 i [
. v 2 nut xuv
Qua han 2. Cac thy muc dung van ban an L y a3 a
o phin loai vin ban an 6 Binh van ban giao o
moan thanh J HH MTV BEm TrTanh Pai i&c @
Lueu trir xR & pho
B ) V/v xin y kién thanh Iy, Uy ban
VB théng bao ~ 3385/uBNp PhA d8 cong trinh thude o nhan dan T Binh 08/07/2015 Chd giao ‘e
VB phéi hop bén xe Tam Bac, quan thanh Dai - vidc Q‘@
R Hong Bang ... ﬁ phd
Buore danh dau W /v bo Gho Gah hinh
V Dao0 cao tin 1] . -
. - g . Sd Ke PR L.
¥ 1132/KHBT tl?p nha'n va Frlen khz-l_l 07/07/2015 hoach va TG D|_nh 08/07/2015 Chcr_'g|ao ﬁ fa
cac khoan vién trg phi e Pai - vigc Q‘@
CP nudc ngo... ﬁ
2 2 . £ 4+ . - .
Trd chuyen trurc tuyen ] KL cida PCT UBND Thanh Uy ban i — s —

6. Tro chuyén
truc tuyén
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Giai thich:

Muc 1: Chira cac n(t chirc nang chinh caa phan mém:

VB dén: Chira toan bo van ban dén caa ca nhan (Cdc van ban dwoc 18nh
dao qudn giao— xu 1Y)

VB di: Chra toan b van ban do ca nhan chu tri soan thao (Sau khi dwoc
duyét, lay gidu va dwoc vén thua dwa vao hé thong)

Hé so cong viéc: chira hd so qué trinh xtr Iy ¢6ng viéc cua cé nhan

Bdo cdo dé xudt: bao cao/ d& xuat nhanh cong viéc ti mot/nhiéu ca nhan
trong to chuc.

Thong ké: Cho phép théng ké cac cong viéc caa phong, chuyén vién theo
thoi gian, co phan loai nhitng viéc da Hoan thanh, dang xtr 1y, da qua han...

Theo dbi tién dé: Theo ddi tién d6 cong viéc theo céc tiéu chi

Lich cong tac: La lich 1am viéc cta don vi duoc hién thi theo ting tuan.
Thong bao ngi bg: 1a thong bao dugc phat di cho toan don vi.

Nhdn tin SMS: Cho phép gui tin SMS t6i dién thoai di dong.

Danh ba dién thogi: Danh ba dién thoai co quan.

Tra ciru van ban: la chirc nang cho phép tra ctru thu vién van ban cua don
VI.

Piém bao UBND: Ia chiic nang diém nhiing thong tin trong ngay lién quan
tGi thanh phd.

Thay déi théng tin: 1a chirc ning cho phép ngudi ding cap nhat lai théng
tin ca nhan.

Poi mat khau: Cho phép nguoi dung d6i mat khau.

Muc 2: Chira cac thu muc dé phan loai vin ban theo trang thai vin ban.

Cho giao viégc: la muc chia cac van ban dang cho 1anh dao giao toi cac
chuyén vién.

Da giao viéc: la myc chira cac van ban da duogc giao.

Cho duyét: 1a muc chua c&c ban thao do chuyén vién cha tri xt ly trinh.
Pa duyét: 1a myc chira cac van ban da dugc duyét co thé phat hanh.
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- Tur chai duyét: 1a muc chtra cac ban thao da bi tir chéi.

- Dang xit Iy: 1a myc chira cac van ban dang duoc chuyén vién xu ly.

- Qua hgn: 1a myc chira cac van ban can xir 1y da qué han.

- Hoan thanh: Ia muc chira cac van ban chuyén vién da xu ly xong.
Muc 3: Cho phép lanh dao don vi xem néi dung van ban.

CQBEH: S¢ Théng tin va Truyén théng
07/07/2015 21:49:30

2. Théng tin , _
e Trich yéu: Tuyén truyen ky niém 70 nam Cach
D THANH PHO HAI PHONG CONG HOA XA HQI CH Phéi hop 1ang thang Tam (19/8/1045-19/8/2015) va
EN THONG Die ldp - Ty do - ' anh nurge Cang hoa x& héi chi nghia
Viet (9/1945-02/9/2015)

1. Doc vin ban
truc tiép.

T ' Hai Pho iy 0 tha im 2015
g L Lanh dao: Té Binh DY

Phong ban: Phang Kinh té @
Chuyén vién xi¥ lj: chua co @

uyén truyén K¥ ni¢m 70 n m ch mang thing Tam — - -
(19/8/1945 — 19/8/2015) va Quéc khanh nuée Cing hoa Giao vier
xii hgi chii nghia Viét Nam (02/9/1945 — 02/9/2015) N an thw UBND quén 07/07/2015 21:49:30
[ Van thur UBND quén tiép nhan vin ban]

Cin cir Cong vin sé 1714/BTTTT-TTCS ngay 03/6
tin va Truyén théng vé viée tuyén truyén ky niém 70 nim C
va Quéc Khanh nuée Céng hoa x& hdi chii nghia Viét Nam; Hu‘crng Idarl 50
" 86/HD-BTGTU ngdy 29/6/2015 cia Ban Tuyén gido Thanh ty vé v1ec Tuyén Té Binh Dai 08/07/2015
Iruyen Ky niém 70 nim Cich mang thing Tam va Quoc khénh nudc Cong hoa [Té Binh Dai giac vi 3 Théng tin
%8 héi chii nghia Viét Nam. | :
S& Théng tin v Truyén théng Hai Phong xdy dung Ké hoach| Tuyén [ Vanth phong Kink
tmyen Ky niém 70 niém Céch mang thing Tam (19/8/1945 — 19/8/2015) va Y. ) Al dén.

Dwong Binh On 08/07/2015 7:03:33
[ Dwong Binh

4. Cic nut Xtr
ly Van Ban J

Van thw phong Kinh |u6ng Vén bén

Muc 4: Céc nit xtr Iy van ban bao gom:

Sel
'™ : Giao viéc cho c4c cac chuyén vién trong don vi.

&a : Luu trit van ban.
A Duyét ban du thao cua chuyén vién trinh Ién.
¥ : Bao cao hoan thanh viéc xi I vin ban (cho phép két néi vin ban di véi
van bdan dén twong 1ting)
2
$07 - Guri y kién dén 1anh dao cAp trén.
Muc 5: Tim kiém van ban theo tir khoa g vao.

Muc 6: Tro chuyén truc tuyén véi nhimg ngudi dang xir dung phan mém. (chat
online)

6. Huéng din chi tiét cac nat chire ning

a. Chirc nang Giao viéc cho Chuyén vién:
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Chtic ning cho phép lanh dao truc tiép giao xir Iy vin ban dén toi ting chuyén

vién phu hop vaéi vi tri, nang luc.

sau khi kich vao nit ‘& (giao viéc) cia mot van ban dén cy thé, man hinh tuong

tac sé nhu sau:

Giao viéc

Trich yéu:
MER YR am (02/1911945.0219/2015)

Co quan ban hanh: S& Thang tin va Truyén thing
File dinh kém: 772250KH 39.pdf
Lanh dao: To Binh Bai

N o 39/KH (s6/dén: 2066)
Tuyén truyén ky niém 70 ném Cach mang thang Tam (19/81045-19/8/2015) va Quéc khanh nieéee Céng hoa xa héi chi nghia Viét

1. Thong tin
chung cta
vdn ban

Tinh trang xI¥ Iy:

MNgay ban hanh: 07/07/2015
Mgy nhdn: 08/07/2015 (ngdy nhap 07/07/2015 21:49:30)
Giao cho phéng: Phang Kinh té

Chuyén vién xi¥ If. chua cd

THONG TIN GIAO VIEC:

Igay giao vidc 0807201555 Han hoanthanh: T

Bt phéichi dao chung:
CHUYEN VIEN Chi tri Phii hop
guyén Van Thuin
L3 MgocTiép ]
guyén Viét Diing
B4 Thi Thu Trang ]
Vi Manh Tudn
Bang Qudc Vit ]

U Thi Wima Kladn

Thong bao

3. Giao viéc chi tiét t&i chuyén vién ]

¥ kién chi dao:

AN

4. BUt phé (dwa y kién chi dao)

2. Han phai
hoan thanh
(khong bat
budc)

[ 5. Nut “Giao viéc” ]

Bwéc 1: Lanh dao ra soét lai thong tin van ban

Bwéc 2: Lanh dao chon ngy hoan thanh céng viéc (khéng bit budc)

Bwéc 3: Lanh dao chon trach nhiém cho chuy@n vién, bao gom ngudi chu tri,

nguoi phéi hop va nguoi duoc thong bao dé biét

Bwéc 4: Pua y kién chi dao cong viéc

Bwéc 5: An nit “Giao viéc” dé tién hanh giao viéc cho chuyén vién
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b. Chirc nang Duyét Bdan dw thdo cia Chuyén vién trinh va trinh duyét Ién
lanh dao qudn.

Chtre ning cho phép lanh dao tir chdi duyét van ban ma chuyén vién trinh 1én

hoic dong ¥ duyét van ban va trinh 1én 1anh dao cap trén

Théng tin ban du thao

1¥ thdo van ban tra 167 cda van ban dén: 184/TB

Ky hiéu/Loai van ban di- TB-UBND Cong van (CV-UBNDHB) + | Van ban néi bé phong

Trich yéu van ban dif Thir chifc nang trinh duyét

( L . Trinh duyét
- > Cac ban trinh duVet' anvao ile trinh duyét hién tai: IMG_4813.JPG
Noi dung ban R R
it tén van ban dé tai vé mdy tinh
du thao

CAcvan ban vién din

Y Kién trinh duyét:
Y kién gti 1&n |3nh dao cap
trén
P

| Choose File | Mo file chosen _
| T6 Binh Dai v

Dding §va trinh 13nh dao

N\

e

Chon van ban dé trinh duyét
I&n |13nh dao cip trén

L3nh dao dé trinh duyét

trinh 13nh dao

T chéi duyét hodc déng y l

Bwdc 1: Ra soat thong tin ban du thao

Bwéc 2: Chon van ban dy thao cua chuyén vién (gia sir Lanh dao da tai ban
du thao vé& may tinh va c6 chinh sira) va ra soat ni dung ban du thao

Buwéc 3.1: Néu lanh dao khong ddng y véi ban du thao, nhan nat “Tir choi
duyét”

Bwéc 3.2a: Néu lanh dao ddng y vai ban du thao cua chuyén vién, viét y kién
trinh duyét 1én lanh dao cép trén, déng thoi chon lanh dao trinh duyét va bod

sung vin ban trinh duyét (néu co)
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Buwéc 3.2b: An nit “Pdng y va trinh lanh dao” dé trinh duyét 1én lanh dao

cap trén

c. Chikc ning Tao hé so cong viéc =
Chuc nang nay cho phép chuyén vién lién két nhanh dau viéc vao bo ho so

cdng viéc ca nhan, thuan tién cho viéc tra cau, trién khai cong viéc sau nay

Sau khi kich chudt vao nat = (tao hé so cong viéc) cia mot van ban dén,

man hinh tuong tac nhu sau:

2.Chon hd so cong viéc, néu phét sinh hd so mdi,
chuyén vién chon “Tao h6 so méi”

1.Tim kiém ho so theo tir

Lanh dao

Chuyén vién
Trién khai phan m&m van phéng dién tr Té Binh Dai Tran Thi Chau Giang

Hién tir 1 dén 1 cda 1 hd so

3. NGt “Lwu vao hdé so d3 “Tao hé so' méi” khi phat
chon” sinh h6 so maéi

Bwéc 1: Tim kiém ho so theo tir khoa (co thé bo qua)
Buéc 2: Chon ho so trong danh sach

Buéc 3: An ndt “Luu vao hé so da chon”
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d. Chee ning Théng ké xa Iy cong viéc tai don vi: (muc 1)

# Trang chu Q, Tim kiém nang cao £ Hé thif Théng bdd. & ~h &) Thodt
Y
@ - @ C 4 —] ~ n E 0 G |i'
VE dén VBdi | Théng k] Theo déi 1 Thong ké tin  Bién Tracifu  Biém bao Thay ddi D& MK Ha s
tién d6

thoai van ban théng tin cdng viéc

Chon loai
bao cao

Chon
phong, ban

Bao cao chung Bao cio VB Pén Bao cao VB Di

Bao cao Van ban dén!

Tinh trang V&n ban dén theo Thang/Tuan/Nam. Vin ban g

h/Qua han

Toan don vi~

Theo théng ~ | Thing 0112015 |

Thang trudc Thang sau

e. Hwéng din Tham gia y kién vao ban dw thao ciaa chuyén vién trinh [én.
Pé tham gia vao ban dy thao ciia chuyén vién trong treong hop van ban can
stra. Thyc hién tai file trinh duyét cua chuyén vién vé may tinh, mé bang phan
mém Microsoft Word, thuc hién bang 1 trong 2 k§y thuat:

- Tracking Change;
- Insert Comment.
Huwéng dan chén Comment trong phan mém Microsoft Word

Dé thuec hign phan tham gia y kién vao vin bdn du thdo ciza Phong, ban (chuyén
vién) trinh 1&n, ky thudt xi Iy dwec khuyén céo theo céach sau:

Buéc 1: Tdi tép tin ban du thao xuéng may tinh. (Hinh minh hoa phia trén).

Buéc 2: Sik dung phan mém soan thdo vin ban Microsoft Word dé thyec hién
tham gia y kién vao van ban bang mét trong hai ky thudt: Comment
HOAC Tracking.

Cach thirc chén Comment vao 1 doan vin ban:

B1: Chon (bdi den) doan vin ban can Comment.
B2: Chén Comment:

- Trong Word 2003: Chon Insert — Comment
- Trong Word 2007-2013: Chon Tab Review — New Comment
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B3: Thuc hién nhap théng tin can tham gia vao van ban thong qua & Comment.

Insert | Format  Tools

Tat

Break...

Page MNumbers...
Date and Time. ..
AutoText
Field...

Symbal...

- Comment

Reference

i ‘Web Component...

Picture

Diagram...

Tl

Text Box
File...
Object...
Bookmark...
]

9 Chrl+K

Hyperlink. ..

Word 2003 I
/"//.

' Word 201(1_J

Review View

Cald

Aailings

New

Comment
Comments

» =S

4| =

Next Track
Changes~

Cach thirc swra, x6a mét comment:

B1: Click chuot phai vao Comment can xi ly.

B2:

Chon Edit comment dé sira ndi dung.

Chon Delete comment dé x0a.
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7. Danh sach van ban di

Théng o O (o

& Trang chl Q, Tim kiém nang cao £ Hé thd)
B. (B = Click “VB di” dé xem toan bo F¥ e & 1))
VB dén VBdi || Théng k& Theo déi 4 vin ban cda ph(‘)ng phL_J trach. bo t‘lr']:ar:ﬂcl?r: Bai MK (ﬁﬂz “3;?@[

Ky hieu VB

Trich yéu Ngay BH L&nh dao Chuyén vién Trang thai

10 SXD-QLQH

Tham gia y kién vé QH d6i vdi cong trinh hién trang trén khu
dat do Cuc thdng ké...

& 08/01/2015

GO Dé Trong Pat

94 Thanh Chung

_ QH bai tip két hang héa cla céng ty TNHH TM Hoang Thanh tai = PR
Q S¥XD-QLOQH khu vuc s3ng Cam ﬁ 07/01/2015 GB 06 Trong Bat £6 Thanh Chung
Cdp CCQH bén xe khach lién tinh cia céng ty TMHH Bén xe HP = =
8 SXD tai phuding Hai Thanh, .. ﬁ 07/01/2015 GP b6 Trong Pat  Mguyen Ngoc Duy
7 SXD-QLQH Cai tao, khéi phuc chia Vinh Khéa x3 Thal Son An Lo &7 07/01/2015 GO D& Trong Dat  Nguyén Ngoc Duy
_ Biéu chinh QH lién quan dén viéc giai quyét ddn kién nghi cua = = .
2 SXD-QLQH éng Pham Quéc Trun... 06/01/2015 GB D6 Trong Bat Béng Thi Van
_ Phuc dap céng van sé 759/STN-VPEKMC ngay 19/12/2014 ciua = T o
1 SXD-QLOQH vin phong dang ky quyan ... ﬁ 06/01/2015 GB D06 Trong Bat Mguyén S§ Thu
2399  SXD-QLQH Gia han CCQH cd sd kinh doanh dich vu, cira hang ban va gidi 05/12/2014 GB D& Trong Bat Nguyén Ngac Duy

Tro chuyén e tuyén

thiéu sinh vat canh ...

X & phan xay dung Nam Anh HP xin md réng dién tich

ns/12/2014

&R HA Trona Hat

Mauvén ST Thir

Chtic ning “VB di”: cho phép hién thj toan bo van ban di cua cac chuyén vién
trong don vi. Cac vin ban di nay chi xuat hién trén hé théng khi ban thao da hoan
chinh va duoc van thu quét (scan), nhap vao hé théng.

Trung tdm Thong tin — Tin hoc
18 Hoang Diéu — Hong Bang — Hai Phong
080.31252 - 031.3747.263
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